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Overview

Taking attendance is a daily function all schools must perform within the school environment. It generates
truancy reports for the District of Columbia Public School System and the individual DCPS schools, as well
as keeps track of the student attendance record. An Educational Campus consists of either PreK-7 or PreK-8
grade levels. The PreK-6" grade level students usually take daily attendance in the homeroom classes since
they are self-contained in the classrooms. The 7"-8" grades classes take period attendance in each class with
different teachers or courses because the students change classes throughout the day. Currently in the
Educational Campus environment, Period Attendance is taken, however, in a slightly different manner.
Attendance for the lower grades will be taken during an Advisory class for PreK-5 and some 6™ grade
classes that are in the Self-Contained classrooms while the middle grade students, 61-8™ that receive
schedules and change classes, will have attendance taken during each period of the day.

Objectives

Upon completion of this session, participants should be able to:

e Add the Advisory Period to the Self-Contained students schedule.
Successfully access the Attendance Module of DCSTARS
Enter Period Attendance in the Class Entry Screen
Enter whole day and multi-day absences
Complete Period Attendance in the Mass Entry Screen
Successfully accessing and viewing Student Absences
Generating Student Absence reports

Participant Prerequisites

The participants of this class should have successfully completed the following training classes:
*  System Basics

eSIS v 9.0 Ver. 1.0 Printed on 08/18/2008 Page 3



Information > Course
Maintenance.

ST A RS Education Campus
Attendance User Guide

Student Tracking and Reporting System

Setting Up the Advisory Period

Previously, self-contained PreK-6" grade level classes were taking attendance during homeroom. This
procedure has changed to include an Advisory Class to each lower grade for the purpose of taking attendance
during this period of the day instead of during homeroom. In this section, the user will learn to prepare
DCSTARS by setting up the Advisory Period for the students.

Adding the Advisory Course to Course List

The first step in adding the Advisory Course to the school’s Course List is to pull the Course into
Course Section Maintenance.

Main Menu Common Yiew Schoal Administration Lock Mail Query Help Window

From the DCSTARS Start Screen, & Start Screen Instance: st Select School |
select School menu > Course 1| o | awll| aell 2nnouncements '
. STULENT | STADOL | Rowr | WOR School Infarmation L}

REFORTS

Course Infarmatian } Course List
Current Schoo =
Course Maintenance

355 W ii?dng:tn;gez;nr::tg : Course Section Maintenance 03
Injury & Accidents Reparting » Master Timetable List
gl::::tuswdel Mursing Information ] ?::s:r;:séourses Basic
PRs Outstanding o W
Legal Last Nai Transportation g Medical
Design Letters Alt Address
Legal FirstMar All Student Correspondence __Contacts |
Attendance Intervention b Courses
Sex Grd F Wark Information J %
’_ Option Sheet b Transcript
Home Room  Master Timetable Builder v
Mass Simulation Incidents
Exarn Timetable Builder W
Al (current + CRAHodUlE Moteldncident
& Current Report Card Setup Print
Pte Transition b
Scheduling Utilities b
Mass Updates b
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The Course Maintenance window will
display.

Click the List ADD button to open the
Standard Course List window. This will
allow the user to locate and select the
Advisory Course.

Action Edit Block Field Record Query Lock Help Window
DG Public Schools - Standard Course List

STARS

Student Tracking and Reporting System

Action Edit Block Field Record Query Lock Help ‘Window

Education Campus
Attendance User Guide

8 Course Maintenance o x|
School [355 Name | j School Year: & Curre.. 7 Next
CourserTile | Lang of Instruct =

Short Name Credn\f'alue J HUursl_ MarkIGradeType
External Code J Times for Credit Units Subject Category
courseType| =]
HE Credit? [ HS Cradit Apply? I Crs Designatar
Ranking? [~ dedian Length Targebhaximum PTC l_l_
Hon. Rall? [~ GPA Multiplier Coop Injout Schoal Hours [ | Exam? [~
GPaz [ Extra GPA Point Service Leaming Hours Repaort Card? [
Academic Level - Course Seq ~|  Parentinterface?
Coop? ™
Mon-Standard? [
Grade Level - # of Sections 0 Course Length - Career Prep? [~
Option Default Sem l_ Do Mot Replace by Global Alternate ™ . ocational? ™
Format| = studyHae [ . Luneh? [ . Option Sheet? [
Departrnant | | Consecutive Periods Meed Counselor [
Sub Dept | | Preferred Loading |Mone Approval To Repeat?

Max Sec/Fer

Course Catalogue | Report Card Narrative

jht Gender Restriction Min/max Class Size
raditional Gender hd

olx|

In Standard Course List
window, locate course code
A A4 for the Advisory course
and click the Select button to

Course | Course Description | External Course Code |
|00 [intro to Digital Arts Technology [3606 ]
|01 [aRT 5 3601
[a0z [ART & 3801
[~03 [arT7 [
|04 [aRT @ |
|A25 |Ar1 Introduction To Drawing |
|as0 [video Production [2735
[a52 [video Production I [273s
|68 [P studio Art | |
|A79 |DES\QHTDD|S and Technigues | |
|A81 |Intr0ductiun To Photography |
[a82 [curatarial skins [
g4 [Computer Graphics | |
|A85 |Cnmputer Graphics Il |
|as8 |4P Studio AtiDrawing |
: . .
|and |Advisary |
' E—— '

choose this option and return

Select

eSIS v 9.0 Ver. 1.0

to Course Maintenance.
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Action Edit Block Eield Eecord GQuery Lock Help Window

oix|
X Schnml I Nampl Ij School Year: ™ Curre.. ¢ Mest
AA4 IS nOW plllled CourselTitle \AM |Adwsnw Lang of Instruct. ha =l
] Short Mame Credit Value U.DDDﬂ Hours ’7 MarkiGrade Type -
lnto Course /E)dema\ Code ﬂ Times for Credit 1 Units Subject Category -
Maintenance. cowsewe| =l
HS Credit? [~ HS Credit Apply? [T Crs Designator
Ranking? ™ Median Length Targettaximum PTG [
Hon. Roll? [~ GPA Multiplier CoopIniout School Howrs | | Exam? [
GPa? [ Extra GPA Point Service Learning Hours Report Gard? 7
. Acadermnic Level - Course Seq - Parent Interface?
To complete this Coop? T~
. Mor-Standard? [
AdVlSOI‘y COUI‘SC Grade Level - #of Sections 0 Course Length A CareerPrep? [
Optian Default Sem l_ Do Mot Replace by Global Alternate [ vocational? [~
entry’ Complete the Format |Full Semester - Study Hall? ™ . Lunch? ™ . Option Sheet? [#
Department - Consecutive Periods 1 Meed Counselor (]
Grade Level’ Sub Dept. Preferred Loading [Mone Appraval To Repeat?
Format Weight Gender Restriction Min/Max Class Size
D t ’ t Mz SeciPer Traditional Gender Z
epartment,
C(THI‘SB Length, al.ld Course Catalogue | Report Card Narrative List ADD ADD | DEL va é] E_
Min/Max Class Size
entry fields.
Grade Level Format Department Course Length Max Class Size
06 |- Full Semester - | | _ = < Miniax Class Size i
05 o Alternating Days (Full yean = Mfen.themat!cs =l 9\ieeks
0 Alternating Days (Full Serm) Military Sci
i Music 18 Weeaks
o7 Alternating Days (Full Terrm)
e Full Term Mon-Traditional 36 Weaks
K Full Semester Qi AnbAliSihing L] 5Weeks
Other
Pl
bo Full'vear || |PuBiPRIPar
= Reading hdl
Enter PK or PS | Change the Format to Select Other in Change to Enter the Maximum class
in the grade Full Year. Department Course Length size in the second input
level dropdown dropdown menu. to 36 week. This | field. The user may enter
menu. This must match the | the minimum class size in
includes the Format of Full | the first input field but it is
lowest grade Year. not required.
that can take
this course and
all of the higher
grades.
eSIS v 9.0 Ver. 1.0 Printed on 08/18/2008 Page 6




Select the Save button
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| to store the Advisory course in the school’s Course list.

Action Edit Block Field Record Query Lock Help Window

¥ Course Maintenance ol =l
School |355 Marre | j School Year; ™ Curre.. © blext
CourseTitle |Aivisory Lang of Instruct, | = Al
Short Mame Credit Yalue n.oon ﬂ Hours I— MarkiGrade Type | ﬂ
External Code ﬂ Times for Credit 1 Units BuhjectCategow| j
Course Type | ﬂ
HE Credit? [ HS Credit Apply? T Crs Designatnr|
Ranking? [ mMedian Length TargetMaximum PTC l—’—
Hon. Rall? I~ GPA Multiplier Coop Infout Schoal Hours | | Exam? [
GPAT T Extra GPA Point Service Learning Hours Report Card? ¥
Acadernic Level | =] Course Seq | «|  Parentinterface?|
Coop? [
Mon-Standard? ¥
Grade Level [Pl - # of Sections 0 Course Lenath |3E Weeks j Career Prep? [
Option DefaultSem| Do Mot Replace by Global Altermate [ vocational? [~
Format |Full vear =] studyHan?T™ . Lunch? ™ . Option Sheet? 9
Department |Other ﬂ Consecutive Periods 1 Meed Counselor -
Sub Dept. | =] Preferred Loading |Mone Approval To Repeat?
Weight Gender Restriction Min/Max Class Size | | 35
Max SeciPer Traditional Gender z
Course Catalogue | Report Card Marrative List ADD More ADD ‘ DEL ‘
Timetahle
Click the door to Exit the Course Maintenance window and return to the DCSTARS Start Screen.
eSIS v 9.0 Ver. 1.0 Printed on 08/18/2008 Page 7
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Setting up Course Section Maintenance for the Advisory Course

After the user successfully adds the Advisory Course to the schools Course List, sections for each grade level
must be created. This assigns classes and teachers to the course, and also designates when the course is in
session (Semester, Term, Day, and Period).

Main Menu  Comrnon view  School Administration Lock  Maill Query Help Window

@Star‘tScreen Instance: st Select School

seueer | sewecr | ) R
iy | e e | ;o announcements E
siwent | sewon. | Aot | Cwr  School Infarmation R

rvIRTS
Course Infarmation 4 Course List

Current Schoa

W W Fee Management N Course haintenance
Course Section Maintenance
Incident Reparting > =
From the DCSTARS Start Screen, select W oo oponn » Yosr Tt s
* urrel uder ass Lis
the School menu > Course Information > pugi, USRI ¥ { LR e

Course Section Maintenance Transportstion

Legal Last Nai
Design Letters

Legal First Mar All Student Correspondence
Attendance Intervertion 4

Sex Grd

F Mark Information
,_ Option Sheet
Home Room  waster Timetahle Builder
Wass Sirmulation
Exarn Tirnetable Builder
GPA Module

O All (current+ =
& Current Report Card Setup

Fre Transition 3
Scheduling Utilities 4

In Course Section Maintenance window, the user must complete at least two entries:

Action Edit Block Eield Record Query Lock Help Window

@ Course Sectinn Maintenane ol x|

| |j School Year @ Current  Mext

Course

Course Title Short Name =

|nd |advisory [ras —
Timetahle

. : :
1. Tlmetable Sec Teacher Room Room Capacity  Min  Max Sped Max

] 2l = T _aw =
Closed Total  Male Female Sped Reg Start Date Stop Date Course Length Delete
No 3 | | [ -

Gender Rest Howe Taken Class Type

| =l | = | =

Ethnicity Count
Combined Course Link Course Sec.

I Parent Course I Child Course

Schedule

Sernester Term Day Period Teacher 1 Roorm 1 Teacher 2 Roorm 2 =
2. Schedule mEE B | 2] =] |

1 [0 i | = Zl | Delete| =

Re-Number Secti... | Combine Sect... | Course Maintenance

Other St... ‘ Stude... ‘ ‘ E % E

eSIS v 9.0 Ver. 1.0 Printed on 08/18/2008 Page 8
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In the Timetable section, enter a 1 or 2 digit section code in the Sec field. This will differentiate each section
of students in each grade level.

Action Edit Block Field Record Query Lock Help Window

¥ Course Section Maintenance ol x|
I j Schoaol Year & Current & MNext
Course
Course Title Shart Name =
a0z |aRT 7 At 7 =
Timetahle
Bec Teacher Room Room Capacity  Min Max  Sped Max
2l =l [ Bo [ A |2
Closed Tatal  Male Female Sped NFed Start Date Stop Date Caurse Length Delate
[ [ |36 Weeks =l
GendegRest How Taken Class Type
Ethnicity Count
Combined Course Link Course Sec.

[ Parent Course I Child Course

Schedule

Semester Term Day Period Teacher1 Roonyl Teacher 2 Raom 2

E EE D N | A j
|— |— |— |— | _| | _| ﬂ _Delete |

' ' /2
Re-Number Secti... | € Sect... | Course Maintenance | Other St | Stude... ¥ @_

Select the 2l to open the Select the Room dropdown menu
List of Values for teachers. to choose a Room number the
x| Advisory Class is located.
Find|% Room Rot
Mame i‘ | -
Ayrnar, Palrmyra |_1 51 :
Bamnaby, Marie LEET
Berty, Tamara
Bowen, Frank L3aT
:resIm,Karen |_358
rewar, Laura j
w141
oo canl P150
Select the teacher of the R227
Adpvisory class and click Ok. -

eSIS v 9.0 Ver. 1.0 Printed on 08/18/2008 Page 9



The Advisory class for self
contained students will occur
during 1% period daily for the
entire school year.

In the Schedule section, enter
0 for Semester, 0 for Term,
and 0 for Day representing a
Full Year course taken every
day of the week. Enter 01 in
the Period field to represent
the course occurs during 1%
period.

(L
Select the Save button EH to
save entries.

¢ STARS

Student Tracking and Reporting System

Education Campus
Attendance User Guide

Action Edit Block Field Record GQuery Lock Help Window

¢ Course Section Maintenance ol x|
| lj Schoaol Year @ Current ¢ Mext
Course
Course Title Short Name =
[403 [aRT 7 st 7 =
Timetable
Sec Teacher Room Room Capacity  bMin Max  Sped Max
[01 [aymar, Palmyra KR |35 [ o [ _add |2
Closed Total Male Female Sped Req Start Date Stop Date Course Lenoth
INo = | I | | | | | |36 Weeks =
Gender Rest Huowr Taken Class Type
| =l | = =l
Ethnicity Count
Combined Course Link Course Sec.
I Parent Course
Schedule
Semester Term Day Period Teacher1 Room 1 Te Room 2 "
o o o [o1 [aymar Palmyra R R Y 4 =l >l add ;1
|— |— |— |— | _| ﬂ | _| ﬂ Celete | =
|
Re-Number Secti... | Combine Sect... | Course Maintenance | Oth ...‘St_ude... ‘ F‘ éH 1 ‘

After completing the Timetable and Schedule sections of Course
Section Maintenance, the user must add additional sections for
each class/grade level by clicking the Add button. Follow the
steps to enter new information in the Timetable and Schedule
section for the new section.

All sections for the Advisory class of the school’s self contained grades (PreK through 6™) should
now be entered in Course Section Maintenance.

Ver. 1.0 Printed on 08/18/2008
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Accessing the Attendance Module

From the DCSTARS start screen, the user is able to begin documenting students’ attendance by entering the
Attendance Module.

Select the Attendance icon on the DCSTARS toolbar.

Main Menu  CommaonYiew S inistration Lock Mail Query Help Window

{5 Start Screen Instance: styet Rel. 9.0

:-EELiI:T SELECT i’ﬂ‘ *‘H CALL TO ggg ‘ ‘
STUDENT SCHOOL ADHMIT LIDE IIFFII:E 5
Select Yes to exit the Student Infarmation Systerm x|
Student Information Exiting Student Information System! Continue?
System.

@PeriodIDainAﬂ.-Aﬂendance Day Entry ﬂ

1

| Enter the date to be used for ALL student attendance updates

The Date field Monday Jun 02, 2008

automatically defaults patefomozz00e ¢ |

to the current date. If

attendance is entered Instructional Day 1727180

for a different date, + \

manually enter the Tumble[ 1 Semester] 2 Tem| 1 Day[ 1

attendance date. Click the plus sign to

choose a date from

& the calendar.

7

Click Ok after the correct date is selected.

The Period Attendance Start Screen will display.

eSISv 9.0 Ver. 1.0 Printed on 08/18/2008 Page 11



ST A RS Education Campus
Attendance User Guide

Student Tracking and Reporting System

b
X

1) Period Attendance Class Entry Screen

Period Attendance Class Entry Screen is used to mark students absent from class.

FPeriod Altendance )Select MNavigate Lock Help Window

{# Attenidance
seuecr

Period Attendance Menu

Period Attendance  Select MNavinate

SELECT
VRTE,

SCHOOL

Mass Entry

Wass Sign InfOut Entry
Sign InfOut Entry

Eull DayiMulti-Day Absence

User

Mame fWILSON.I03

Class Entry
TeamiClub Entry
Class Trips Entry

Monday Jun. 02/2008 1 Bus Entry

School Closing Entry

Date used for

Student Absences

erify Registration »
Reports ]
Attendance Intervention ]

Aftendance Tumbles
Auto Dialer Interface
Attendance Entry Completion Log

Exit
Copyright) 1996 The Administrative Assistants

Select Class Entry menu
option.

The Period Attendance Class Entry Screen will display. Query to select the desired class (F7, F8 functions).

Action Edit Record GQuery Mavigate Lock Help Yindow
PFerind Att-Glass Entry ol x|

EC J Monday _Jun 02, 2008
Tumhleﬁ Semeslerﬁ Term| 1 Day| 1

Classes

Course Sec. 8 T D P Teacher Room Absences  Lates
,Em— ,T ITIT ,1_ ,E_ \Lee‘ Desiree ﬂ ‘?UUZ ﬂ | 0 Dj
AL Course  Sec Student Mame | Reason A | Lts |Eign InfOut — Time Fupil Mo | Phane Mo
T [eo |71 |pattle, Matthew | | ol o | | '

T [eo [71 Jaowman, Toni [ [ o] of [ [

1 [em [71 [Clegy, Camille [ [ o o [ [

I~ [em [71 [Dames Jr, Robert Antoni | [ o] of | [

T Jem 71 |Davis, Donrail 0 0 [

T Jem 71 |Francisco, Ayind'e ] ] [

T |eom 71 |Franklin, Christian 0 0 [

1 [em 71 [Gibson, Deandria o o [

1 [em 71 [Green, Davan o] o [

- [em [71 [Harper, victoria [ [ o] of [ |

- [em [71 [Horton, Deandre [ [ o] of [ |

- [em [71 [Hunter, Shawn [ [ o] of [ |

T [eo [71 [Huntiey, Juwon Eddie | [ o of [ |

I
i (FL
I attendance Entry Completed Inactive Students —_—

eSISv 9.0 Ver. 1.0 Printed on 08/18/2008 Page 12
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Action Edit Eecord Query HNavigate Lock Help wWindow
¥ Period Att-Class Entry ol x|

J 26 27-ALIG-2007 Monday _Jun 02, 2008
Tumble| 1 Semester| 2 Term| 1 pay[ 1
Classes
Course Sec. 5 T D P Teacher Room Absences  Lates
EO1 ,T ’?’T ’T ’T |Lee,Desiree jlmnz ﬂ ‘ [t} | Dﬂ
AL Course Sec Student Marme ‘ Reason ) Lts. | Sign InfOut — Time Fupil Mo | Phone Mo
~I [Eot [71 |Battls, | [ o] af [ [anTRzin  lronmasnpras a
Place a 4 1 [eo [71 [Bowrnan, [ [ o[ o [e
. NAET 71 [clegs, [ [ o o I
checkmark in the =T 71 [ames }i (o[ o |
71 [Eni [71 [Davis, [ [To[ @ [¢
A COlumn for M1 et [71 [Francisco, [ [ o[ 0o [¢
M [0t [71 [Frankiin, [ [ of o [¢
absent students T | T I
h Ckm k < 7 [Eod [71 [Green, Davon | [T 3 ¢
and ache ar 1 [eot [71 [Harper, [ [ o[ 0o [¢
in the L column T [gor 71 [Hortan, \ ] ]
T [eo W|Hunter, [ I_DI_D |E
for late students. - [Eo 71 frunte I R A E— <
¥ attendance Entry Completed Inactive Students vﬁ i%] ‘Q_

Check the Attendance Entry Complete box to save the
attendance, and apply date/time for Attendance Entry

Note: The Reason field cannot be updated on the Class Entry screen. The field will display after
entry in the Mass Entry screen.

2) Full Day/Multi-Day Absence

Full Day/Multi-Day Absence screen may be used to enter a single day or multiple days of student
absences.

Period Attendance Select Mavigate

Mass Entry
Mass Sign InfOut Entry From the PeriOd
Sigr Lok

Attendance Start
e Screen, go to Period
TeamiClub Entry Attendance menu and
Class Trips Entry
Bus Enty select the Full
Schoal Clasing Entry Day/Multi-Day
Student Absences Absence.
werify Registration >
Reports »
Attendance Interventian »

Attendance Tumbles
Auto Dialer Interface
Attendance Entry Completion Log

Eit

eSIS v 9.0 Ver. 1.0 Printed on 08/18/2008 Page 13



When accessing the Full-

Day/Multi-Day Absence

screen, the last student

previously queried on

another screen is
automatically defaulted to
this screen.

Please Note: If the
user selects YES,
query a student from
the Select Pupil
window (F7, F8
functions). Click the
Select button to
choose the student.

eSIS v 9.0

&
From Date
|

¢ STARS

Student Tracking and Reporting System

Tao Date

Education Campus
Attendance User Guide

Absence Reason

View:  Ahsent
" Omitted

Total:

Confirm Selection

Yes

ind F

x|

The currently selected studentijs  Doe. John
Wiould wou like to select another student to enter
attendance for?

/

Ver. 1.0

sction Edit Block Eield Becord Query Lock Help window
@ 5elect Pupil

Pugil Number | Gr. Legal Name

Fitst Name

oix

MIF_| BithDate Schaol Phane

Printed on 08/18/2008

Click Yes to choose
another student, and
No to select the
current student.
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Rasence Reason Enter the first date of absence in the
From Date field, the last day of
absence To Date field, and the

Jun 02,2008 Monday . .
e — View: & Absent appropriate absence reason in the
Jun 04,2008 Wednesday ¢ omitted Absence Reason dropdown menu.

Jun 05, 2008 Thursday

Total: 4

|: Doe, John (123455) will e marked awrthe above days

The number of days the student is marked absent will appear and the student’s
detail record will reflect an absence for each class period.

.u”

Select the Save button =/ to store your information

3) Period Attendance Mass Entry Screen

The Period Attendance Mass Entry Screen is a repository of all attendance records entered for a given
day. The user is able to enter absence and tardy reasons for each class in this screen.

Ferig ate
Mass Entry
Sign 10Ut Entry From the Period Attendance
Full DayiMulti-Day Absence Start Screen gO to PeriOd
9
Class Eniry Attendance menu and select
TeamiCluh Entry
Class Trips Entry Mass Entry
Bus Entry

Schoal Closing Entry

Student Absences

Yerify Registration 3
Reparts 3
Attendance Intervention 3

Attendance Tumbles
Auto Dialer Interface
Attendance Entry Campletion Log

Exit

eSIS v 9.0 Ver. 1.0 Printed on 08/18/2008 Page 15
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The Period Attendance Mass Entry Screen will display. All of the absent and late records entered in the
Class Entry and Full-Day/Multi-Day Absences are viewed in the Mass Entry screen.

The Mass Entry screen should be used for entering and updating absence reasons.

Action Edit Record GQuery Mavigate Lock Help ‘Window
@Penod Att-Mass Entry Screen

EC J RG 27

olx|

Monday Jun 02,2008 |

Full-Time

Defaults: Glass| = office > |Tumble[ 1 semester| 2 Term| 1 Day[ 1
Student Name | Pupil No_ Class Entry | Course | Sec Teacher | Per Office Reason
1 2|lapsent  =|[English7 71 2|Lee, Desiree |8
€l|Late ~l[English7 71 2|Lee, Desiree |a -
2_l|Absent ~l[English7 71 2|Lee, Desiree [ v
1 _7|lansent  ~|[English7 71 7|Lee, Desiree B kﬂ
[ ? |Late j\Eninsh? A |Lee, Desiree |8—_| ~]
__| = _| [] | |ex Religious Haliday Select the Ofﬁce
__| ﬂ‘ _| r_exTardy-Eus Late R f h
- | il | [N fexTardy- Excussd cason from the
__l | il | [ |_|un.Class Cutting dropdown menu.
_—l ﬂ‘ —l |—_ un.Tardy Unexcused
| | il | []
- F{un. Truant
| =l Jud | ]
I -{un.Unexcused Absence
(Bl =l | [ \_ o
El =l Ji | [ |
i | =l i | [ El o
|
nnn‘ DEL %‘ éj‘ )]

The office reason must be entered or changed for each period absence. Each row represents one class

period. To enter a new class period attendance, click the Add button **°

eSISv 9.0 Ver. 1.0 Printed on 08/18/2008 Page 16
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Action Edit Record Query Mavigate Lock Help Window

@& Perind Att-Mass Entry Screen ol x|
1EC J Monday Jun 02,2008 |
Defaults: Class | j Crffice | j Tumble |_1 Semester |_2 Term |_1 Day |_1
Student Mame | Fupil Mo Class Entry ‘ Course | Sec Teacher ‘ Per Office Reason | A blank TOwW Wlll appear'
1 1 I 1l n N 1 I |
| T o] ] S| e&e—
I m YT LF=seperroers PR P, P ]
?\Absenl j|Engl|sh 7 LA |Lee, Desiree |8 | ﬂ
_?l[ansent  ~l[English7 71 7|Lee, Desiree [a 1T |
i\Late j|Eninsh7 ?1 i|Lee,Desiree |8 | ﬂ There are tWO Ways to enter a
| =] i | I [ | student:
| = | | = .
= B | ] = e Type the pupil number
| = Jii | [ = : .
Bl 3 B T = in the Pupil No.
| = J [ = column.
| | Ji | [ = P
= B | 1 = e Select the ? in the
5 = 4 I =14 Pupil No. column, and
ADD| DL ¥ 2L query the student by
last name and/or first
name in the Select
Pupil window.
§135elect Pugil ol x|
Pupil Number| Gr.| Legal Name ‘ First Mame ‘ I IF | Birth Date | School ‘ Phone |
I e | [ | | g
| [ ] | | | |
| [ ] | | | |
| [ ] | | | |
| [ ] | | | |
\ [ | || | |
| [ ] | | | |
\ [ | || | |
| [ ] | | | |
\ [ | | | | -

- ]
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Once the student is listed, select the dropdown in the Class Entry column and select either Absent or

Absent
Late

Late for the student.

Action Edit Record Query Navigate Lock Help Window
{5 Period Att-Mass Entry Screen

EC J

Defaults: Class \ ﬂ Office \ Tumble ﬁ Semester ’72 Term ﬁ Day ﬁ
Student Name | Pupil Mo Class Entry | | Sec Teacher | Fer Office Reasan

Monday Jun 02, 2008

_#llapsent  sAEnalish7 71 7]Lee, Desiree |a =]
Doe, John 1234556 2 - &l | =l

2|l Absent Englizh 7 ﬁ Lee, Desiree |E

7 ||Late English 7 1 Les, Desirees |a

? Englis EAl Lee, Desiree |E

#llate <llEgeMEnT 7 Lee, Desires [

S S S S N S S A

el el

a

- wa WL

Click the i in the Sec column to view the students
scheduled classes, and select the class to mark the
student absent/late. The Course, Section, Teacher, and
Period fields will automatically populate.

@

Select the Office Reason from
the dropdown.

Select Class X If the Office Reason is
unknown, the absence may be
Firl o created without a value until a
reason is identified.
Course |Sectinn |Teacher
Arn&DesFou [I]5] Barnes, Mary
Bial Inten 03 Tilman, Sarah
Eng1 Int 03 Bowser, Tenille
Spanish | (1151 Crawford, Susie
d | i

Eind| Ik | Qancel|
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4) Student Absences Screen

Individual student absence data may be viewed from either:

Common View menu on the
Attendance module

OR DCSTARS Start Screen
Feriod Attendance Select MNavigate Main Menu  Common Yiew School Administration
Mass Entl"g.f @Star‘[ Scr Accidentfinjury

- o SELECT EE_LEI b
Mass Sign InfQut Entry iha] ﬁ ’:’j;rcds E

Sian Infout Entry

Courses

Full Dayfhulti-Day Ahsence Credit Details .
Curriculum History

Class Entry Binlona

TeamiClub Entry Emergency Contacts

Class Trips Entry ParentsiEmergency Contacts

Bus Entry Equivalent Credits
Extra-Curricular uf

School . —
Farmily k

Fees and Assistance

Student Absences
Home RoomiStaff Assignments

B R stration Hot Print "
Reports 4 LCD Information N
Attendance Intervention ¥ Student Miscellaneous Information N

Impact Aid Eligitility —
Attendance Tumhbles Incidents »
Auto Dialer Interface MedicaliHealth
Attendance Entry Completion Log Motes ﬂ
Flans k
Exit Pre School Experience
FPrograms ¥
S ——
Student Ahsences >
iﬂri inp ™|
Transcript

Transportation
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The student absences shows a list of all class periods for which a student has been marked absent or
late along with the Office Reason assigned to the absence.

Action Edit Record Query Navigate

(] Period Attendarnce - Student Absences

Lock CommonView Help Window

ol

Select the View by —% tw

Date radio button to
view absences/lates
according to the
date.

Select the View by
Class radio button
to view
absences/lates
according to the
class.

<

EC Hrm [Mo Homeroom =l Full-Time
Pupil Mumber Legal LastMame Suffix  Legal First Mame Gender Birth Date Grade  Middle MNarme J
M [11722r1 984 o7 |
- o Count of
Guardian: - ext. Authorized Excused Unexcused Total Absences  Total Lates AbSCnCCS/LateS
| 7o+ 0+ 127 = 134 5 é/
 Wigw by Cla... Semester |AH j Total PreiMem. Days| 146.00/180.00
| Class Entry | Office Reason ‘ Class | Teacher ‘ Auth ‘
[oBoao0e [absent [ g [71 |1 |satm, Lisa o
[ogineranoe [Absent [ [aas [71 [t [satin, Lisa [No
[oemarzone [Late [ [aag [77 [t [5ati, Lisa [No
[05r20:2008 [bsent [ [aa [71 [t [5atin, Lisa o
[0sr27r2008 [Absent [ [aa [77 [1 [5atin, Lisa o
[053r2008 [Absent [ [nag [71 1 [5atm, Lisa [no
[0sim1ra008 [Absent [ [aas [71 1 [satin, Lisa [No
[0amarzone [absent [au.5uspended (05 [aag [77 [t [5atil, Lisa [res
[0ama;zone [absent [au.5uspended (05 [L1o [17 [3 [Tcheffo, Jean-Marie [res
\_ [0#nsr2008  [ansent [au Suspended (D5 [Hea [717 5 [colins, mark [res -l
Summary Attendance History Modify Absence @ ¥ Q_

Action Edit Becord Query Navigate

@Permd Aftendance - Student Absences

Lock CommonYiew Help Window

EC Hrm |Nn Hormeroom ﬂ Full-Time
Pupil Mutmber Legal Last Mame Suffix  Legal First Name Gender Birth Date Grade Middle Marme J
M [1172201 994 o7 |
T — »o
Guardian: (- ext Authorized  Excused  Unexcused Total Ahsences  Total Lates
| 7+ 0+ 13T o= | 134 [3
" Wiew by DS Semesterm TulalPreIMem.Days’m
Class Sec Sem Per Date | Class Entry ‘ Office Reason | Tumble | F’enud| Total | Auth |

|E1 71 o 2 _lnamzezong | s ent |au Suspended (©S) ER e 1 [res
o7 71 0 a3 |nzi1152008 | s ent |un Unescused Absence ER e 1 No
|P11 711 a3 |nzimn7sz008 | s ent |un Unescused Absence ER e 1 No
[F31 71 1 & |nzimsiz008 | s ent |un Unescused Absence ER e 1 No
|HC3 71 0 s |nzim1s2008 | s ent |un Unescused Absence ER e 1 No
501 71 0 4 |n1iz02008 | s ent |un Unescused Absence ER e 1 No
|r4s 71 1 & |n1sz82008 | s ent |un Unescused Absence ER e 1 No
|anz 711 2 |n1sz4i2008 | s ent |un Unescused Absence ER e 1 No
s 71 0 1 |n1sz22008 | s ent |un Unescused Absence ER e 1 No

Lo 17 2 3 joir7iz008 | s ent |un Unescused Absence BER [

Summary ‘ Attendance Histary hiodify Ahsence @ ¥ Q_

Summary ‘ .
to view a summary of the student absence data.

Select the Summary button
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The F7, F8 query functions will not operate in this screen. However, if the user desires to view a
different student, manually delete the pupil number, type in the new pupil number, and select the Query

button.
& Help Window
I PeriodiDavs Attendance Summaries

= g

X Student | 91793234 Bates, Dajuan Thls bUtton Wlll
" Periods " Reasons
Date Range - Start. [08/2452007 Eng: [06/30/2008 allow you to query
/ another student by

Action Edit Record GQuery Mavigate Lock Commo

Authorized Excused Unexcused Totals pupll number Ol’lly.
. . Half Full Half Full Half Full Half Full Total Days
thk the Days radio button to mndy | o] 0 [ o] o | o] o | o o [ om
view a summary of the student Tuesiay of o of o o o of o [ oo
. ednes [ 0 0 0 [ 0 i i 0.00
absence data according to Days M o o9 o3 o5 [
Ti o a a a o a o o 0.00
converted to full and 2 day —— o T T o4 [ons
absences. Sunday o o [ o o of o o o [ am

Tetal [ of o [ of o [ of o[ of o

(=
2
S

Action Edit Becord Query Mawigate Lock CommonView Help Window

@Penodmays Aftendance Summaries olx
g Query

Student: 923048
“*no & Reasons
Date Range - Start: |DB.124J’ZDD? End: |0&/30/2008
—

Click the Reasons radio button to

view the summary of the student Haf Rl WAt R0 et RA el Rl Tt Days
absence data according to Reasons ewExcused Absence @llj ’Ep pp ’Ep w4
exliness 0 0 1 0 0 0 1 0 0.50
converted to full and Y2 day e 5 ol S F 5 o
absences. . r it r 10 r 1 10 1
N | NN N N N I N N B
- rit r 10 r 1 10 1
r  —ri-ricCr—c 118
N NN NN NN N (N N N N
Toa [ of o [ 3] 1 [ 4] of 7 1 [ am

v
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Action Edit Record Query Mavigate Lock Common View Help \Window

§2] PerindiDays Atendance Sumrriaries

HY

Click the Periods radio

button to view the

summary of the student

absence data according to

Periods.

From the Period Attendance —

]

Education Campus
Attendance User Guide

olx|
Query

Student Absences screen, select the
Attendance History button

Attendance History

user to view the students archived

attendance history from previous
years, including every school

attended in the District of Columbia \
Public School System.

eSIS v 9.0

Student:
ﬂys * Periods " Reasons
Date Range - Start: |08/24i2007 End: |0630/2008
Period Authorized Excused Unexcused Total Absent Total Late
[1 [ 1 [ 4 [ 3 [ 8 [ 3
[2 | o | o | G | | o
[3 [ 1 [ o [ I [ o
[4 [ 1 [ 2 [ 4 [ 7 [ o
[5 [ 1 [ 3 [ o [ 4 I
6 [ [ 3 [ 2 [ s [
[7 [ I [ B [ 13 [
[ ] | | | | | ol
Total I | 19 | 16 | 38 | 4
Action Edit Becord Guery Mavigate Lock Commoniew Help Window
@Archived Attendance History
Student J
. This allows the Absence History
Schoal | vear | memberpays |

Cluery

[281

|orr Elementary Sehool

|z004

[168

[a7

Days Absent ‘ Unexcused Abs.

10

[281

|OrrEIememaw School

[z008

[1a0

[17

[17

la17

|kramer Middle School

|2006

[179

|14

57
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Modify Absence

The Modify Absence button
student’s current year attendance records.

allows the user with proper authority to make changes to a

Printing Attendance Summary

To print the students Attendance Summary, select the Hot Print button @ from the Period Attendance-
Student Absences screen.

Action Edit Record Query Navigate Lock Common View Help Window

@HmPrmt x|
Select the
Pupil Mo
Attendance
Summary . ™ office Index Card ™ Status Sheet
CheCkbOX to view ! Renoaoi ™ student Transter Form
the information. 3 ¥ attendance Surmmary ™ hotes
I " Condensed Atendance Summary [T guspensionsiMotesiDisciplines
[ Yearly Atendance Card [~ Student Medication Histary
™ Timetable ™ student Screening History Select the HOt
™ Timetahle Mext Year I Student Verification Forrm Prlnt button_
™ Student Transcript ™ Immunization
™ Interim Report O

Withdraw Form /
) 2
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